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Acting Chief, Technical Accounting Staff

Funding of Suggestions Award Program for

Memorandum from Chief, Management Starf,

Same SubJject

1. Funds can de made availsble to |
the Gffice of Logistics for the payment of incentive awards to
employees by imstructing the manager of the depot tc include, as
a separate item, the estimated smount of incentive awards that will
be paid during the quarter in the reguler 1080 voucher which he
submits tc headquarters at the beginuing of each quarter requesilng
en advance of funds in the amount of the estimated operating ex-~
penses of the depot for the quarter. The Management Staff should

place & limitetion on the amount of funds that ¢an be requested for J—

any cne quarter cr fiscal year imssmuch as this 3taff is responsibl
for controlling the allotment for these expenditures. The expendi-
tures made for incentive avards should be reported in the same
accourting made by the depot for thelr other operating expenses and
should be classified as ohject class 13.

2. The funding of the Employee Suggestions Program for the

|as described sbove should not be implemented until

the Office of General Counsel spproves the use of Agency funds for
the payment of incentive awards to the]  |employees

Advice of such approvel should be made
e ¥y chnief, Fiscal Division, Cffice of the Comptrolle

TAS MG /akn (30 January 1957)
Distribution:
Orig. & 1 - Addressee
1 - Fiscal Division
(ATTN: |

W Budget Division _
Y (armm: [ ]
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TAS Chrono
TAS Reading
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S GOVERNMENT

FROM : Chief, Management Staff

SUBJECT: Funding of Suggestion Award Program for OL/{ |

The Office of Logistics proposes to establish a Suggestion Awards
25X1 Program for their |

Attached is a copy of the procedure proposed by CL with the con-
currence and approval of the Chairman of the Agency's Suggestion Awards
Commi ttee, the Office of Security, and the Comptroller's Office, This
latter approval was obtained by telephone by] b Budget
Officer for the Management Staff, and | | Executive
Secretary of the Suggestion Awards Commi ttee, from
Deputy Chief of the Fiscal Division, on 2 October 1956, This has

25X1 also been discussed with | lof your Staff,

When this procedure was submitted by OL to the |
the Chief of that field installation concurred excepT I5T the pro-
Visions pertaining to funding and submi tted a counterproposal as set
forth in Paragraph 2 of his memorandum of 26 October 1956 attached,

25X This change proposed by is satisfactory to OL and Manage-
ment Staff, provided it meets With your approval, Please“review this
file and let me know whether you concur in proposed change,
If not, please indicate how we may arrange ONg 1n a manner that
will satisfy your requirements, Because of the small rumber of
employees who will be eligible to submit suggestions we expect
no more th 0 will be required to pay all awards approved during
any one fiscgd/year, Controls will be maintained in Management Staff
~and OL quarterly reports including number and amounts of
award

aid,

Your cooperation in working out a feasible method of funding is
greatly appreciated, ‘

>/

W-O*!DEN|L
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TO : Chief, Technical Accounting Staff DATE: /
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5X1 k. Advised[ | of the above by phone, 2 October 1956.

25X1 ' ce: | |
: _ et, ivision

CONFIDENTIAL
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MEMORANDUM FOR: Chie?,

Chiof,
FROM: Chief, Supply Divisiom, OL
SUBJECT: Ewployee Suggestion Program

1. GENZRAL

This memorendum prescribes policy, procedures , arf recponsibilities im
the adminietration of en Employee Suggsotion Program.

2. POLICY

&. Thio 0£fice encourngss cmployee paréicipation in the Employes Suge-
gastion Program and provides monctery owesds in recognition of
approved svggestions for lwprovements in the Pislds of efficiency,
imvontions, security, vorking conditions, safety, worale, aud proe-
cedwres. Ne eward may be meds, hovever, to any omployse fer & gug-
gestion which represents & pert of the normm) raquirements of the
duties of his positicn.

b. All employees except those serving on the Awards Comwmittee shall be
eligible ¢o roceive ovnrds vndey the Employee Suggestion Program.

¢c. Employees serving on the Avards Committee will submis sugzsotions
to the Chief of the Warchouse for submission %o “he Chief, Supply
Division. - :

d. Security comsideraticns dictete 1imits to overds foras of recozni-
tion; congequently, swwds will be granted in & manpor congintent
vith normal seccurity end cover considerations.

3. MONEEARY AWARDS

@&. By lav, mosstary arraEds geneyally may not exceed $5,000. Within
this limitetion monstary ovards will be granted for tangibls eed
intengibls bemeflto. (Sse Attocheento 1 and 2 for use ao o guidse
in determining the smount of om ewawd.)

7

' SECRET
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SUBJECT: Euwployase Sugzestion Progranm

b. MNonstary auvexds not excesding $100 may be granted wps
ko Chief of the Warehouse and comcurrence by the
Office comcermed. Awards in oxcess of $100 will B8 sronted wHoR
approvals by the Chief of the Werghowse amd Chiaf, Supply Division,

25X1 and concurrence by the Office concorned.

€. Whan considered desiveble, @ Corbificate of Apprecietion, siguned by
25X1 ths |&=@iom;zl Director, may be iscusd vith evards of $100 or more.

d. If on cuployes cubmits a suggostion which 1s considered to heve

- opplicebility to othor departmomis of the overoment, en intere
departmsntal avard moy bo grasted based upon the adopition of its
use by other Goversmont departasutc. /See paragraph Se(5)_/

4, WORMOVETARY RECOCNITION

Resceogrdtion in the form of a letier of eppreciation for improvensnis
ouwtlined in 2o may be gramted by the Averds Committcs vwhers circume
otanees are warranted, and this type of recogalticn is determined to
be more appropriate then o momotary award.

5. RESPONSIBILITIES

a; Addressen, within their recpoctive area, shall ke respoasible for:

(1) the administretion of all Pmctions of the Bmployee Suggesticn
Program;
(2} oppolnting an Awerds Commitise to consist of not less tban
txoa (3) cmployees, gll of vhom mst be boue Tide Agoncy
. employenss ; - - :

(3} @@M@z 28 Chaivina of the Avavds Cammitice with respoasibilicy
for spproving or disaepproving suggesticns:

(L)
(53

ning edoquote recoxds for the program

verding to the Chief, Supply Divisica, for considerstioa,
thoze suggestions which hove bosk sdepted lscelly and ave
Belioved to to opplicebls for Mﬁp‘mm in cotheyr aetivitiss;

2

SECREY
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SECHET

SUBJECT: Ewmployee Suggestion Program

(6) sefeguarding all security and cover espects iavolved in the
Esployee Suggestion Program.

b. The Avards Committee shall be responsible fors |

(1) assisting the Cheirman in the edministration of the Employee
Suggestion Progrem by conducting prompt, thorough, and
objective evalustions, cnd submitting recomendations for the
edoption and/or rejection of suggestions;

(2) providing for afequate docurentation of evaluetions %o support
Committee recoampadations and decisions. T

6. FUNDING

Paymant for monstery awerds will be accomplisbed n &/ reishurs-

eble basis from vouchercd funds avallebls to the quarters Incentive
Averds Program. Reimbucsensnt vouchers overing cec3ts involved
in ¢the Zmployee Suggestior Progvom will forvarded to this office for

processing.
T. EEPORTS

8. Feporis on the Bmployec Suggostion Program will be submitted to
this office %a dupliceie as scom as possible after the close of each
quarter. Reports will provide or the followieg informations
Numbor of suggestions submitted, edowisd, disepproved, and in pro-
cess ot ond of the quarter; numder and empunt of awards granted
Tor tangible avd intenzible savings; end the estinsted firvst yoev
saviags fram the adepted sugsestions.

b. The imfonmtien reauirad in poyegrnph @ obhove oop be readily zain-
tafngd thicugh use of | | “Bmployee Suggestion
Rogister®. (See Adtachrmns 3). '

Attachmeats (3)

3
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SECRET
ATTACEMENT ¥0. 1

SCALE 0P CASH AVARDS

1. FOR TANGIBLE REURFTTS:®
Sevings Cesh Avard
$ 1.00 to $ 200.00 $10.00
201.00 %o 1,000.00 $10.00 for 15t $200 in sevings;
$5.00 for eackh additicmsl $100 or
froection thereof.

1,001.00 %0 10,000.00 $50.00 for 1st $1,000 in savings;
$5.00 for cach edditiomal $260 or
frection thereof.

10,001.00 to 100,000.00 $275 for lut $10,000 in sevings;
$5.00 for each sdditional $1,000 or
fraction thereof.

100.001.00 or more $72% for 1st $100,000 in sevings;

$5.00 for each edditional $5,000 or
fraction thereof.

SNOTE: The ewmpunt of cesh awerd shall mmily b2 based on, dut not

zocasnarily limited to, the cotinmated savings for the Lirst
full year of operaticn Tollowing ity adoption.

SECRET
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ATPACHMENT 170, 2

SCALE OF CASH AWARDS
FOR INTANGIBLE PENEFITS: |

Degree of Esttent of Application

Benefit Limited Iscal  Extended  Broed  General
S1ight $10-25 $25-5 $50. 75 § 75- 150 $ 150- 250
Moderate 50~100 100150 | 150- 200 200- 300 . 300~ 400
High 150-250 250-350  350- 450  450- 600  600- 750

Exceptional 3C0-500 560-T7C0 T00-1000  1000-1500 1500=5000

The above chert and the following definitions were racently pub-
lished in the “"Incentive Awards Hotes®, en issusnce of the U. 8. Civil
Service Commission.

- Hinor modification of an cperating prisciple
or Mm, limited potential valus.

Modorute Benefii - Considerable modification of an operating
prineipls or procedure, higher potential valuz,

High Benefdit - Couplete revision of a basic primeiple or pro-
cadure, very high potentiel valus.

Excoptional Benefit - Initiation of & nev principle or wajor proce-
dure, such a comtributicn which substontially
advences an important activity of the Depert-
ment or mekes a significant contribution to
scilentific knovledge.

Limited Application - Affecte the immdiste work arees or immodists
gggociates. _

local Applicatian - Af%ects more than the immediate work aree or
associetes but 10 within en installation or
facility, or iz in the public interest only
in the Jocality.

NG ETE AN Ny T
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ATTACHMERD? HO., 2
(continued )

Extanded A&lie&tion - Ap@lﬁesb]m to several instellations or Pacilities ’
- or iz in the public intsrest in several localities
or in & region.

Broad Application - Appliceble to many instellatiors or facilities,
or i in the public interest in several regions.
Msy be epplicsble ¢o all of & small independent
agency or £o an entirs large buresu or copnstituvent
BZeRCY .

General Application - Appliceble throughout several large buresus or
independont egsncies or a large Department or
several Deportements, or is in the public imderest
throughout the Fation or beoyond.

It 48 well to note that because of the nature of intangible bvensfita,

no guide can be 80 conclusive a8 to make the determination of appropriate

ewards an autcmatic and simple procees. The final determination must
8¢ill be arrived at by the application of your informsd Judgrent, vhich
should conslder all jnflusncing faetors.

2 CONEFIDENTIAL
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